JOB TITLE: 


Masters Coordinator 


DIVISION: PM U.S.A. 


DEPARTMENT: Sales Planning and Programs LOCATION: NYO 

INCUMBENT: DATE PREPARED: 8/88 

SUPERVISOR: NAME/TITLE Manager, Masters Program Administration 


PURPOSE 

To analyz-e audit performance by key accounts against Masters 
objectives, assist Field Sales Force in solving problems and 
program effectiveness. 


WORKING RELATIONSHIPS 

The incumbent reports to the Manager, Masters Program 
Administration and works closely with the Directors of Sales 
Planning and Programs, Trade Programs, and their staffs. The 
incumbent also interacts frequently with other PM USA 
departments: Field Sales, Headquarter Sales, National Accounts, 

Sales Training, Marketing Information and Analysis, and Marketing 
Research. In addition, periodic consultation is necessary with 
other departments such as Legal and Insurance. These working 
relationships are regularly required to exchange information, 
explore opportunities and problems and provide feedback of mutual 
interest, based on judgement and experience. The incument also 
has periodic contact with PM senior management as well as various 
management levels of our customers. 


POSITION DEMANDS 

Master's degree in business administration or a related field 
preferred. Four plus years work experience is required in a 
sales/marketing environment. A strong background in statistical 
analysis and computer modeling methods techniques is also 
required. Working knowledge of computer languages such as FOCUS, 
LOTUS, SAS etc., is preferred. Familiarity with various forms of 
wholesale and retail trades is also necessary. Direct selling 
and/or wholesaling/retailing experience is also a plus. 

Excellent verbal and written communication skills are required. 
Well developed quantitative and qualitative analytical abilities 
are also required. The incumbent must be able to interact 
effectively with people at all organizational levels both within 
and outside PM-USA on a professional level with tact and 
diplomacy. 
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MAJOR RESPONSIBILITIES 

( 1 .) Incumbent regularly analzes and audits performance of direct 
accounts that are part of the Masters program. This is done 
two ways: the first is to spot audit scores which have 
already been submitted by PM field managers; the second is to 
assist Field Sales Force in evaluating performance. This is 
a sensitive responsibility since the Masters program offers 
accounts the ability to earn.up to 44 $/M if certain 
performance criteria are met. For a major customer, this 
liability could amount to over $100,000/year. 

2. Responsible for development of reports and analyses which 
themselves are the basis for audit selection. This will be 
done through direction to a designated vendor (eg: Maritz) as 
well as special reports which will be crafted by MIS. 
Incumbent will be responsible for using a PC to analyze 
scores. 

4. Responsible for assuring that Masters criteria are being 
administered in a uniform way from one sales territory to 
another. Exceptions to the norm must be quickly flagged and 
reported to top PM management. 

5. Continual development of computer models such as McKinsey DPP 
and business building software. Incumbent will be positioned 
to answer questions from accounts on these products. 

6. Responsible for preparation of presentation materials, and 
any information necessary to support analytic or field 
findings and convert these into proposed management actions, 
program changes, marketing actions and/or objectives. 

7. Incumbent is required to be responsive to calls for Masters 
program assistance and/or clarification that come from direct 
account management and/or Field Sales Force management. 

8. Undertakes special programs as requested. 


SCOPE OF POSITION 

/ The incumbent is responsible for tracking, analyzing and 
reporting developments in the marketplace which impacts the 
Masters programs. The incumbent tracks information from computer 
reports, various monthly reports, trade journals, special 
projects and Field reports./ The critical element of his/her 
efforts is managing PM's budget liability. However, their 
efforts are a critical impact to analyzing the effectiveness of 
the Masters program and developing succeeding editions. 
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He/She makes daily use of a computer and analytical tools to 
assess ways in which wholesalers can be levered to further PM's 
marketing efforts. He/She has frequent contact with PM's 
wholesale accounts to gain information and present new programs. 
The outcome of these presentations can be significant relative to 
PM's bottom line. 

/ The incumbent maintains a good working relationship and works 
closely with the Sales Department in the preparation of 
presentation materials and information to support marketing 
activities and objectives. The incumbent has frequent contact 
with other marketing departments to expedite the gathering of 
pertinent information, discuss opportunities and problems, 
provide feedback of mutual interest and develop new programs. 

The incumbent should be flexible, able to prioritize and the 
ability to conceptualize is critical. His/her work is regularly 
reviewed by the Director. However, the incumbent is expected to 
be able to work independently, initiate and carry out assigned 
projects 'and responsibilities with limited supervision.^. 

The incumbent is required to travel up to 33% of the time to 
investigate market conditions and gather information or'make 
presentations. 
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